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Transactions 

 
This module captures information about licensing/certification fees and collections. This module works 
similarly to an accounting system with debits and credits. If the agency charges a fee, the fee is entered 
into the Transaction module. As soon as the fee is entered, the Transactions screen shows a Balance 
Due. Once collections are entered and applied to the fees, the balance is adjusted accordingly.  
 
Because the transaction module works similarly to an accounting system, fees that have been collected 
or adjusted cannot be deleted. However, fees can be withdrawn and collections reversed.  
 

Display Transactions for a Provider/Center 

 
To view Transaction information for a provider/center, click on the Transactions link in the left-side 
navigation menu. Below is a screen print of the Transactions screen:  

 

 
 

Links on this page are (they are all explained later in this user guide): 

 New Fee/Adjustment: This link takes you to a screen that is used to enter new 
fees/adjustments. 

 

 Fees/Adjustments: This link takes you to a screen that displays history of all fees/adjustments 
for a provider/center in a chronological order. On this page, you can access the Modify 
Fee/Adjustment screen or Delete (withdraw) Fee/Adjustment screen, view history and upload 
documents pertaining to a fee/adjustment.  
 

 New Collection: This link takes you to a screen that is used to enter new collection information 
(explained later in this user guide). 
 

 Collection: This link takes you to a screen that displays history of all collections applied towards 
fees for a facility/provider.  
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New Fee/Adjustment Screen 

Below is a print of the screen. 
 

 

If you have licensing update access, you will see the following values in the Type field: 

Fee Type Description  

Automated Background 

Check Fee 

This fee type is automatically inserted for licensed provider records for 

automated background checks. The value is not available for users.  

Cap increase fee Use this type if a group center or camp increases capacity.  

Decrease Balance Use this type if the Balance Due needs to be lowered. This could be due to an 

error made during data entry.  

FBI Fee Use this type to enter fee for a FBI check.  

Forfeiture Adjustment Use this type if the forfeiture amount needs to be increased. Note: This does 

not change the original forfeiture amount tied to a violation.  

Initial Background Check 

fee 

This fee type is inserted when an Ad hoc DOJ background check trigger has 

been entered into WISCCRS and the  Already Paid by Provider option is 

selected.   

Increase Balance Use this type if the Balance Due needs to be increased. This could be due to an 

error made during data entry.  

Late fee Use this type to record late fees.  

License fee Use this type to record license fees.  

NSF Fee  Use this tyep to record a NFS fee.   

 
If you have certification update access, you will see the following values:  

Fee Type Description  

Background Check Fee Use this type to record background check fees.  

Cap Increase Fee - Use this type when a certified school age program increases capacity. 
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Certification 

Decrease Balance - 

Certification 

Use this type if the Balance Due needs to be lowered. This could be due to an 

error made during data entry. 

FBI Fee - Certification Use this type to enter fee for a FBI check.  

Increase Balance - 

Certification 

Use this type if the Balance Due needs to be increased. This could be due to an 

error made during data entry.  

Initial Certification fee Use this type to record fees for new certification applications.  

Late Fee - Certification Use this type to record late fees.  

NSF Fee - Certification If the agency charges a fee for a Non-Sufficient Funds (NSF) check, use this type  

to record the additional fee.  

Other fee Use this type to record other fees not listed on the pull-down menu.  

Re-certification fee Use this type to record fees that the agency chargers for re-certification 

applicants.  

 

After the fee has been added to New Fee/Adjustment page, the following page will display: 
 

 

The Transaction displays the amounts due and total balance. The status will remain open until the fee 
has been received and the collection entered into the Transaction module.  Fees can be deleted 
(withdrawn) if no collection or adjustment has been applied to the amount. To display amounts in 
withdrawn status, click on the check box above the fee table.  

 

Modify Fee/Adjustment 

 

To Modify Fee/Adjustment, complete the following steps: 

1. Click on the Transactions link in the left-side navigation menu.  
2. Click on the Fees/Adjustments link on the bottom of the Transaction page.  
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3. Click on the Modify icon on the Fees/Adjustments screen.  
 

  
If the status of the fee is Collected, only comments can be entered or modified.  

 

If the status is Open, the Amount and Comments can be modified.  

 

Delete (Withdraw) Fee/Adjustment 

 

To access the Delete Fee/Adjustment screen, complete the following steps:  

1. Click on the Transactions link in the left-side navigation menu.  
2. Click on the Fees/Adjustments link on the bottom of the Transaction page.  
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3. On the Fees/Adjustments screen, click on the Delete icon to access the deletion page. If the 
status of the fee is Collected or has been adjusted, the Delete icon will not display.  

 

 
 

4. On the following screen, enter a comment and then click on the Withdrawn button.  
 

 
  
 
Because the transaction module in WISCCRS works similarly to an accounting system, the 
deleted/withdrawn fees do not disappear but are listed in Withdrawn status.  
 
After the screen has been processed, you will be taken back to the Fees/Adjustments page. To view the 
record that you just deleted/withdrew, click on the Show Withdrawn Transactions and click Search.  
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The following page will include all fees that are in withdrawn status:  
 

 

Collections 

Once the payment from the provider/applicant has been received, the payment is recorded as collected.  
 

Entering a Collection 

 
To access the New Collection screen, take the following steps:  

1. Click on the Transaction link in the left-side navigation menu.  
2. Click on New Collection link on the right.  
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The following screen will display.  
 

 
 

3. Enter the collection information.  
 

The table below explains the fields on this screen:  

Field Name  Description  

Location This field is defaulted to the location/facility the user is accessing the 

transaction module. You can enter collections to other sites by changing the 

location number to be a site s/he wants to apply the collection towards.  

Type Choose check, cash, credit card or money order.  

Date Enter the date the payment was received 

Reference # This field can be used to record a check number. If the payment is issued via a 

credit card, please do not enter the account/card number in this field for 

security reasons.  

Amount Enter the amount 

 

After this page is processed, the following information will display: 
 

 

If the received amount is the same as the total balance, the system will automatically split the amounts 
so both/all fees are covered. If the received amount is less than the balance, you must allocate the 
amounts towards outstanding fees. After submitting the collection, you are taken to the Collection 
screen. 
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The transaction page will now show $0 balance and the Status is marked Completed.  
 

 

 

Amount in Excess 

 

Occasionally, providers submit a larger amount than what the balance is in the system. This can cause an 

amount to be displayed in the Amount in Excess field.  

 

In the case above, the amount in excess is $29.50 but there is also a $10 balance. Portion of the amount 

in excess can be applied towards the fee owed.  

 

Applying the Amount in Excess towards a Fee: 

Below are the steps:  

1. Click on the Fees/Adjustments link.  
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2. Then click on the Apply link next to the Refund row.  
 

 
 

3. The Apply link takes you to New Collection screen. Click on Distribute 
 

 

4. Because the Amount in Excess is still larger than the balance, a warning message display stating 
that a new refund amount will display if the amount is applied to the fee. 
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5. If a partial collection is drawn from an Amount in Excess, the system does not allow the status to 
be switched to Refund Issued, however, the remainder can be applied towards future fees.  

 

Issuing a Refund for an Amount in Excess (licensing only): 

 

If the agency is going to issue a refund due to the entire Amount in Excess, please take the following 

steps to record the transaction into WISCCRS.  

 

1. On the Fees/Adjustments screen, click on the Modify icon next to the Refund.  
 

 
 

2. On the Modify Transaction screen, change the Status to Refund Issued 
 

 
 

This will reset the Amount in Excess to be $0.  

 

Dually Regulated Providers 

 

If a provider is both certified and licensed, the system no longer allows collections to be applied to fees 

due to the other agency. Example: Provider is in process of becoming certified by Dane county but is 

also applying for licensing. Both agencies have entered fees into WISCCRS. When the provider submits 

the payment to Dane county, the Dane worker can only apply collection to the certification fees. The 

reverse is also true.  


